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WebEOC Procedures 

Before you can begin using WebEOC you must be approved as an authorized user 

by Alana Santos at MEMA, 624-4431. You must complete the information in the 

MEMA WebEOC Policy and email or fax to Alana.  She will assign you a username 

and temporary password. 

There are two MEMA servers for WebEOC – Production Server (used for “real 

world” incidents/events) and the Training Server (used for familiarization and 

training). 

Initially, you should log into the Training Server using this User Manual.  

 

Log-in Procedures to WebEOC Training Server 

From your computer or tablet, go to https://gatewaytest.maine.gov/eoc7/ .  

___________________________________________________________________ 

 

Once you are familiar with WebEOC on the Training Server, you will have to log 

into the Production Server using the same initial log-in procedures again. 

 

Log-in Procedures to WebEOC Production Server.   

Only use the Production Server for “real world” incidents. 

From your computer or tablet, go to https://gateway.maine.gov/eoc7/ .   

 

 

https://gatewaytest.maine.gov/eoc7/
https://gateway.maine.gov/eoc7/
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This is the first screen you should see.   
   

 

Click “Accept”. 
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This screen will appear.   

 

 

Enter your username and temporary password. 

Follow the on screen directions. You must log-in with your username exactly as it 

appears above (with the comma and space between your last and first name. 

Username:    Last name, First name 

Initial Password:  memaP@$$19 

Select a new personal password and enter it twice.  The password must have at 

least one capital letter, one lowercase letter, one number, and a special character.  

Remember this password as you will need it when you log-in in the future. 
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When this screen appears, click the dropdown arrow on the Incident and select 

“Knox Training”.  (If using the Production Server (real world) the Incident will 

appear as “Daily Log” or if a large storm or incident there will be a special event 

listed). 

 

 

Click “Continue”.   
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This screen appears.   

 

 

If the information is already filled in, click “OK”.  

 If the information is blank in this this screen, fill in correct information and click 

“OK”.   It should be automatically populated the next time you log in. 

 

Click ‘Continue.   
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This screen appears. 

 

 

Congratulations!  You are now logged into the WebEOC Training Server. 

Apps for your smart phone or tablet 

You can download an app for your Android or iOS phone or tablet by going to the 

appropriate app store on your device.  Search for WebEOC and install it on your 

device.  Follow the instructions and load the Training Server on your device. 

 

Using the Training Sever Control Panel 

Place the curser on the arrow in the light blue drop down menu in the upper left 

and “Click”. Your screen will look like this.   
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In the top section each item listed in the Control Panel is referred to as a “Board”.  

As a TOWNSKnox user you will have view access to all boards listed.  You will be 

able to post to the following boards:  Position Activity Log, Road Closures, 

Community Service Centers, Resource Request and Task Assignment.  To open a 

board, simply click on the board title.   If you have several boards open at the same 

time, a new posting or an update will change the tab to black.  After you open the 

new post, the tab will return to gray. 

 

   

Position Activity Log Board 

To post an incident or event in your town, click on the Position Activity Log Board, 

this screen will appear.   
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To start posting on the Knox County Position Activity Log click on the green ‘New 

Record’ in the upper right on the Activity Log.   

 

 

 

 

This screen appears. 
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Fill in as much information as you can by either typing in the appropriate box or 

using the dropdown menus.  Items indicated by the red asterisk are mandatory 

entries. You can attach a photo using the attachment box as you would with an 

email document.  

 

 

 

After filling the appropriate blocks your screen will look similar to this. 



11 
 

 

 

Click ‘Save”.  
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This screen will appear which is visible to you and anyone logged into TOWNSKnox 

and at Knox County EMA.  

 

 

It is preferable to update a record for an entry for incident rather than creating a 

new record. 

To update the record, click on the blue “Edit” button.  Add your new information.  

Click “Save”. 
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Your Position Activity Log is now updated and will now look like this. 

 

 

When Knox EOC is activated, Knox County EMA staff will monitor the TOWNSKnox 

Position Activity Board and, using WebEOC, will send to MEMA incidents and 

events of state level interest.  
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Using Road Closure Board 

This board is used to report a road closure in your town.  Click on “Road Closures” 

board in the Control Panel. This screen will appear: 

 

 

 

 

 

Click on the green “Create Record” button which will take you to this screen: 
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Using the dropdown menus, fill as much information as you can.  Under “address” 

use the “Find Location on Map” button.  If you entered your town above, a map of 

the town should appear.  Use the cursor and point to the closure location on the 

map and click.  The map then indicates the location.  Click save on the map. 

When all information is filled out, click “Save” in lower right.  This screen appears. 
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Your road closure has been posted to WebEOC.  To make changes to the Road 

Closure, click on the Update button.  Make changes as appropriate and click Save. 

 

Community Service Center Board 

WebEOC now allows you to post information about your local warming/cooling 

centers.  Click on the Community Service Center Board.  This screen appears. 
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Click on the green Create Record button.  This screen appears. 
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Using the dropdown menus, fill as much information as you can.  Under “address” 

use the “Find Location on Map” button.  Under Operating Hours, by clicking 

“Other” a blank dialogue box opens where you can type in your operating hours.  If 

you entered your town, a map of the town should appear.  Use the cursor and 

point to the closure location on the map and click.  The map then indicates the 

location.  Click “Save” on the map.  Using the dropdown menus, complete the rest 

of the form.  Make any appropriate comments.  Click “Save” in the lower right.  

This form appears showing that your entry has been posted to WebEOC. 

 

 

Using Resource Request Board 

If you need a resource above what can be provided by your town or through your 

day-to-day mutual aid partners, you can order it through the WebEOC Resource 

Request Board.  When you click on the Resource Request Board this screen 

appears. 
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Click on the green Create Record button and this screen appears. 
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Fill the blanks or use the dropdown menus.  Under resource Name type your town 

and the resource you require.  This aids us in keeping track of your request.  Under 

Detailed Description type a brief state of what you need and why you need it. 

After completing the request form click “Save” and this screen will appear showing 

you request.   

 

Knox EMA will either fill the request from county assets or forward it to MEMA for 

further action.  Knox EMA staff will update the status to let you know what the 

current status is.   

 

Using Login Verification Board 

WebEOC will lock you out after a 90-day period of non-use.  To prevent this from 

happening, you can go to the Login Verification Board. 
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Click “Sign in” in the upper right.  This screen appears. 

 

Click “Save”.  After WebEOC records your login, be sure to log out. 

 


